Setting up Microsoft Templates

1.) Open a new Microsoft Word file — Blank Doc.
2.) Click on File - New

New

Save As
Blank document

Save as Adobe

3.) Click Options in the bottom left hand corner




4.)
5.)
6.)

Select Advanced on the left-hand menu
Scroll to the General Section
Select File locations

Word Options

General

Display

Proofing

Save

Language

Ease of Access
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

~T AlIOW Dackground saves

Preserve fidelity when sharing this document: @ Document2
Save form data as delimited text file
~| Embed linguistic data
General

Confirm file format conversion on open
v| Update automatic links at open

Allow opening a document in Draft view

Show add-in user interface errors

Mailing address:

L
File Locations... | | ‘Web Options... |

Layout options for: @ Document2 -

Add space for underlines

Adjust line height to grid height in the table

Allow hyphenation between pages or columns

Balance SBCS characters and DBCS characters

Convert backslash characters into yen signs

Don't center "exact line height” lines

Don't expand character spaces on a line that ends with SHIFT+RETURN

Don't use HTML paragraph auto spacing




7.)
8.)

9.)

Select Workgroup Templates under file type
Select Modify

File Locations

File Locations

File types: Location:
Documents Ch.Atrpri7179\0Onelrive - State of South Dako..
Images

ppData\Roaming\Microsofty Templates

User templates

v templates tate.sd. \TEMPLATE\DOT
AutoRecover files Ch.\AppData\Roaming\Microsoft\Word

Tools C\Program Files\Microsoft Office\root\Office18
Startup C\..\Roaming\MicrosoftyWord\STARTUP

The default location is treated as a trusted source for opening files. If you change a location, make
sure that the new location is secure.

oK Close

Clear existing path and enter the below path
\\state.sd.local\Apps\TEMPLATE\DOT

ﬂ Modify Location
T+ > Network > statesd.local > Apps > TEMPLATE > DOT

Organize ~ New folder

» REDWI A Name
e Remediation Document Theme
# REMIT
» Scannedimages
» SecurityBackup
a telmast
a TEMPLATE
ACCESS
BINDERS
BIT
CONTENT
DENR
DESIGNS
DHS
DocC
DOC Medical Inmate
DOC Medical Juvenile
Document Themes
DOH
DOH Counties
DoL
DOT vl

v O £ Search DOT

Date modified Type

11/16/2021 5:07 PM File folder

Folder name: “

Cancel

10.) Select OK and Ok



file://///state.sd.local/Apps/TEMPLATE/DOT

11.) Exit the Word Doc

12.) Open a New Word Doc

13.) Select File

14.) Select New

15.) Select Shared or Custom (varies by computer)

New

Blank document SDDOT Letterhead Template

Office  Shared!

SDDOT Letterhead Template SDDOT Report Template

Account

Options

16.) There your new templates should show up as options to use!

***By completing these steps, this will automatically update Microsoft
PowerPoint with the template options as well.



